
 
 

Standard Reports Description 
 
 

VML Insurance Programs Online University administrators have access to standard reports that display 
rosters, user-training activity, recorded test scores, edit users, and print group certificates to lower levels 
within their organizational hierarchy. 
 
Level 1 administrators have access to training records pertaining to their own group of users.  The 
following screen shot depicts the standard reporting menu accessible to all administrators: 
 

 
 
 
 



Campus Hierarchy Report Instructions: 
This report displays the roster of all users in your group who have registered onto the system.  (Note: 
Single sign-on systems automatically register users the first time they enter.)  Upon clicking the Campus 
Hierarchy link, the administrator will see the following page: 
 

 
 
The above screen provides the option to view all users in your group, only active users, or only inactive 
users.  Always accept the default (Show All) and click the Continue button, which takes you to the following 
screen: 
 

 
 
The above screen details the campus infrastructure and allows you to click the link that delineates your 
own group, which takes you to the following screen: 
 



 
 
The above screen lists all users in your group and various properties of each (these properties may vary, 
depending on campus customizations). 
 
 
 



Transcript Report Instructions: 
This report shows course activity for each user in your group for each course they’ve taken.  Course activity 
is shown only for users who have attempted a test. 
 
Upon clicking the Transcript Report link, the Level 1 administrator will see the following page: 
 

 
 
The above screen provides the option to view all users in your group, only active users, or only inactive 
users.  Always accept the default (Show All) and click the Continue button, which takes you to the following 
screen: 
 



 
 
The above setup page allows you to select the following report options: 
 
Event Result 
Accept the default setting (All) to view all event types.  Choose “Passed” and/or “Incomplete” to view only 
online training. 
 
Course Code 
Select “All” to view user results for all courses they’ve taken, or select “Some” to view only specific 
courses.  Select a single course by clicking the course title – multiple courses may be selected by holding 
the Control key and clicking multiple selections. 
 
Filters 
Set the following filters if you wish to view a specific event date, date period, or sorting order.  In most 
cases, these can be left at the default settings. 
 



Click “Submit” to view the final page: 
 

 
 
The above page lists each user who had attempted a test for the courses selected in the previous screen.  
The “Incomplete” status indicates that the user launched the post-test but didn’t complete the test or 
didn’t pass it.  Column titles may vary based upon campus customizations. 
 
 
 



Course Results Report Instructions: 
This report lists detailed information on a single course taken by your group.  It lists authorized users who 
haven’t started the course, authorized users who started but didn’t pass the test, and users who passed 
the test. 
 
The first page asks you to select a group: 
 

 
 
Select either the entities course status report or the L2 course status report.  
 
This takes you to the following page: 
 



 
 
The above page allows you to enter the target course ID.  You may also wish to check the “Include users 
without authorization records” checkbox to include users who may have been previously authorized to the 
course, but are no longer authorized.  You may also wish to click “Yes” to “Show Lesson Detail” in order to 
view time spent on individual lessons. 
 
Clicking “Show Report” takes you to the following page: 
 



 
 
The above page displays a section categorized by: 
Authorized Users Not Started. 
Authorized Users Started But Not Passed – Users who have begun the course but not passed it. 
Authorized Users Passed – Users who have completed the course with a passing score. 
 
As in the above example, sections will not display if no users fit the category. 



 
 
 
 
 

 
 
By choosing Yes to Show Lesson Detail from the same Course Status Report screen, you can determine 
how long a student spent on the course/section.  You can determine the date the course was added to 
their course roster, when they started, and passed the course.  You will also be able to determine their 
final score and how many attempts it took to complete the post-test in order to achieve a passing score.   
 
This can be a useful monitoring tool to determine if students find this learning format suitable or too much 
of a challenge.  Multiple attempts may be an indicator that the student is struggling with the format, 
functionality of the program, or their testing environment. 



Custom Report: 
This report provides administrators’ a report that shows each course on an employee’s course list.  The 
report will provide date the employee enrolled and passed the course.   
 

 
 
Clicking the “Run” button will take you to the following page: 
 

 
 
The above page allows you to see the page as an HTML table or to download the results as an ASCII text.  
If you select “continue” without modifying you will see the report as an HTML page.  Clicking the “Continue” 
will take you to the following page: 



 
 
The above page displays the course status for all courses your employees have taken.  Results are listed 
alphabetically by employee last name.  All courses that have been taken by that employee will be 
displayed.  A N/A notification in the Pass Date column signifies that the employee did not pass the course.  
This can be useful to gauge entity-wide course status results without having to select an individual 
employee’s transcript. 



Purchased Courses Report  
This report lists your organization’s course credit balance.  You can check how many courses you’ve used, 
and what’s still available.  As the Course Administrator you should receive an automated message when 
your low course trigger is reached.  This is usually when there are between 1 and 5 courses remaining. 
 

 



Print Group Certificate Instructions: 
The print group certificate provides administrators’ the ability to print certificates for their group.  You many 
also print individual or select multiple users. 
 

 
 
By holding the Ctrl or Shift Key down you can multiple-select the users and the courses that you would like 
to print.  Once you have selected the users and the courses from the list, click on the Submit button.  This 
will then display the certificates of completion that you can print. 
 



 


